These filed notes consist of the original field observations that were made for
traversing, leveling, and cross-sections. The notes are organized by election district
and street name.

Baltimore County Office Of Information Technology Schedule No.
Records Management clay
Page No.
. . 1of3
Records Retention and Disposal Schedule
DPW-ENGINEERING AND CONSTRUCTION SURVEY DIVISION
Agency: ' Division:
Item . .
No. Description Retention

1 PROJECT ENVELOPES | Scan originals to Maryland State
These files consist of original documents used in the preparation and completion of | Archives standards, Retain originals
specific Land Surveying tasks. These files mostly contain information from for 10 years, then destroy. Retain
topographic and construction stakeout services. Boundary survey data and electronic images for 20 years and
miscellaneous surveys can also be in these files - then transfer to the Maryland State

Archives.

2 RIGHT-OF-WAY ENVELOPES Scan originals to Maryland State
These files consist of original documents used in the preparation and completion of | Archives standards. Retain originals
specific Land Surveying tasks. These files primarily contain information from for 10 years, then destroy. Retain
Right-of-Way/Easement stakeouts and boundary survey services. Speciaity and electronic images for 20 years and
miscellaneous survey data can also be found in these files. then transfer to the Maryland State

. Archives.

3 | SURVEY DRAWINGS Scan originals to Maryland State
These files consist of the original final plans prepared to graphically show the Archives standards. Retain originals
results of field survey, These files primarily contain information from Right-of- for 10 years, then destroy. Retain
Way/Easement stakeouts and boundary survey services, Specialty and electronic images for 20 years and
miscellaneous survey data can also be found in these files. then transfer to the Maryland State

Archives,

4 CONTROL/TRAVERSE DRAWINGS Retain for 50 years after all
These files contain the original final plans prepared to graphically show the Control/Traverse is destroyed.
location of thousands of survey markers placed throughout the County for use in Transfer to State Archives.
performing field surveys.

5 SURVEY CONTROL FIELD NCOTES (GREEN SHEETS) Scan originals to Maryland State

Archives standards. Retain originals
for 10 years, then destroy. Retain
electronic images for 20 years and
then transfer to the Maryland State
Archives,
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Baltimore County Office Of Information Technology Schedule No.
Records Management Cli9s”
Records Retention and Disposal Schedule Page No.
(Continuation sheet) 2 0f 3
Description Retention

10

11

12

13

14

TRAVERSE COMPUTATION BOOKS

These books consist of the original computation sheets used to calculate the
coordinate values of the old Baltimore County Maryland control stations. The
books are organized by election district and street name.

ROAD ALIGNMENT BOOKS

These books consist of the original computation sheets used to calculate the
coordinate values of the baselines of county roads. The books are organized by
election district and street name.

SURVEY CONTROL RECORVER CARDS BALTIMORE COUNTY,
MARYLAND (BCMD)

These cards contain a location sketch as well as the coordinates and/or elevations
of the survey control stations established before the July 1, 1999 datum change to
NAD 83/NAD 88. -

GLOBAL POSITIONING SYSTEM (GPS) PROCESSING BOOKS
These books consist of the processing results, data, final coordinate and elevation
data for the survey control stations that were established using GPS equipment.

APERTURE CARD FILE

These cards contain the 35mm film frames created to archive many survey
drawings. Almost all of the original survey drawings were destroyed once the
aperture card was created and the card is now the only record: of the work.

REFERENCE CARD FILE

These cards catalogs contain all of the information needed to locate the file
envelopes for all of the Land Survey Division projects and right-of-ways. The
cards also have a brief description of what is in each file envelope.

LEAVE AND TIME SHEETS

These files consist of payroll attendance records and leave reports. These are the
Land Survey Division's copies.

EQUIPMENT PURCHASES .
These records contain the field equipment purchased using primarily
procurement cards.

ON-CALL SURVEYING CONTRACTS
These records contain all contract, billing and job specific information for the
projects performed by the on-call survey companies.

Scan originals to Maryland State
Archives standards. Retain originals
for 10 years, then destroy. Retain
electronic images for 20 years and
then transfer to the Maryland State
Archives.

Scan originals to Maryland State
Archives standards. Retain originals

| for 10 years, then destroy. Retain

electronic images for 20 years and
then transfer to the Maryland State
Archives.

Scan originals to Maryland State
Archives standards. Retain originals
for 10 years, then destray. Retain
electronic images for 20 years and
then transfer to the Maryland State
Archives.

Scan to Maryland State Achieves
standards and then destroy. Retain
images for 30 years and then transfer
to the Maryland State Archives.

Scan to Maryland State Achieves
standards and then destroy. Retain
images for 30 years and then transfer
to the Maryland State Archives.

Scan to Maryland State Achieves
standards and then destroy. Retain
imapes for 30 years and then transfer
to the Maryland State Archives.

Retain for one (1) year, then destroy.

Retain for three (3) years, then
destroy.

Retain for one (1) year after the on-
call contract is closed, then destroy.

RM 1z 01/2004




: Baltimore County Office Of Information Technology Schedule No.
" Records Management c- 195
Records Retention and Disposal Schedule Page No.
(Continuation sheet) 1 of 3
Description - Retention
15 MILEAGE SHEETS Retain for one (1) year, then destroy.
These records contain the mileage data for the vehicles assigned to the Land '
Survey Division. '
16 TRAINING INFORMATION | Retain for two (2) years, then
These records contain the information for formalized training courses of the destroy. o
Land Survey Division staff.
Retain for two (2) years, then
17 CONSTRUCTION PLANS

These drawings are approved projects which are to be bid upon by contractors or

constructed by Baltimore County crews.
Al

destroy.

RM 1a 01/2004




Instructions ~Type or Print a separata form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION

with'Records Retention Schedule (DGS 550-1) . 7275 Wateiioo Road, P.O. Box 275 PAGE OF !
Jessup, Maryland 20794 7

. 410-799-1930

1. Department/Agency 2. Division . 3. Unit

Department of Public Works Engineering & Construction Surveys

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes. - ..

4, Recorgl Series Title ’ : . ‘ 5. Earliest Year/Latest Year

Project Envelopes 1867 to 2016

6. Réoord Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.) . ’

These files consist of original documents used in the preparation and completion of specific Land Surveying tasks. Thesa files mastly contain
information from topographic and construction stakeout services. Boundary survey data and miscellaneous surveys can also be in these files.

7. Record Series Formal(s) Listall 8. Record Sesias Sequence 9. Volume
x Letter Skza O Micrafilm - (] Alphabetical ‘Numhsr
xx Legal Size  ([J Computer Tape 30t Numerical - [ File Drawer(s)
D Micsofilm Reels)
D Audio Tape [ Floppy Disk O chronological O computer Tape(s) .
x Olher (specily) File shelves and storage boxes
O Bound Book [ Video Tapa 0 Geagraphical
. 10. Annual Accurmudation
[0 Other (specify)___apertura cands, [ Other {specity) :
Number
I File Orawer(s)
O Micrfim ReeXs)
O Computer Tape(s)
XX Other (specify) Fie shelvas
11. Fila Is Used . 12. File Becomes Inactive Aftar
. | 10
xx Daity [Jweakly O Monthly: [ Annually Number [DMonthis)  xx Year(s)
13, Current Location(s)  (Bldg., Floor, Roam) . 14. I5 Record Series Duplicated Efsewhere? (If yes, specify agency or office.)
County Office Building, Rooms J00A, Ba:_aamem & Guandian - D Yes xx No
15: Access Rastrictions (If Yes, cile Law(s) & Regulation(s) . 16. Audit Raquirements
Oves  xotNo .
Onore OState OFedsrmt [ independent
- ) ~
17. Is an Index System usad? If yes, axplain briafly and dascrib; requirements 18. Recommended Retenﬁo'n -
Y OnN . . : .
wcves . ° . . Retain for 10 years once closed. Scan files after 10 years. After originals
AR Acesss databasa |5 used to racord pertinent information an each Survey project. are scanned, for County use, transfer originals to State Archives.
19. Name and Title of Preparer . 20. Telephone Number  21. Date

Valerie Fisher/Patrick Simon 410-887-3540 February 24, 2016 -
Office CoordinatorfLand Survey Chief )

DGS 5504 (Rev, 1/3)



Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedute (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jéssup, Maryland 20794
410-798-1830

PAGE

1. Department/Agency

Department of Public Works i

purposes.
4. Record Series Title
Right-of-Way Envelopes

series.)

thase files.

7. Record Series Format(s) Liatall
xxLetterSize [ Microfilm
wx Legal Sze  [J Computer 'raﬁa
DAudio Tape [ Flappy Disk
OBoundBook (] Viden Tape

O Other {specify)___aperiure cards,

11, Fite is Used

xx Daily Oweekty O Maninly 0 Annuaity

13. Curreni Location{s]  {Bidy., Floor, Room)
County Office Building, Room 300A

15. Access Restrictions (If Yes, cite Law{s) & Regulation(s)
Oves xxho

xxYes [Owno
Access Database

19. Name and Title of Preparer
Valerie Fisher/Patrick Simon

Office Coordinator/Land Survey Chief

17. Is an Index System used? If yas, explain briefly and describe requirements

2. Division 3. Unit

Engineering & Construction Surveys

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

5. Earliest Year/Latest Year
1967 to 2016

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

These files consist of original documents used in the preparation and completion of specific Land Surveying tasks. These files mostly contain
information from Right-of-Way/Easement stakeouts and Boundary survey services. Specialty and miscellaneous survey data can also be found in

8. Record Sevles Sequence 4. Volume
O Alphahetical Mumbar
¢ Numerical O File Drawer(s)

[ Microfibm Reel{s)
[ chronological [J Computer Tape(s)

xx Other {specify) Flle shelves
O Geographical )

10. Annual Accumulation
DO other (specityy 10

Number

D Fite Drawer(s)

O Microfilm Resl(s)
[ Computer Tape(s)
x Cther (specify] Flle shelves

12. File Becomes Inaciive After
10

Number OMonth(s)  xx Yearis)

14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.}
Oves x4 No

16. Audit Requirements

Owore DO state DFederal O indapendant

—

18. Recommended Retention

Retain for 10 years onca_clnsed. Scan files after 10 years. After originals
are scanned, for Counly use, transfer originals to State Archives.

20. Telephone Number
- 410-887-3540

21. Date
February 24, 2016

DGS 550-4 (Rev. 1/93)




Instructions —Type or Print a separats form for
aach new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

purposes.
4. Record Series Title
Survey Drawings

series.)

13. Cument Lecation(s)  (Bldg., Floar, Room}
Counly Office Bullding, Room 300A

15. Access Restrictions (If Yes, cite Law{s) & Repulation(s)
Oves  xtNo

17. I3 an Indox System used? If yas, explain briefly.and dascribe requirements

Office Coordinator/Land Survey Chief

410-887-3540

with Records Retention Schedule {DGS 550-1) 7275 Waterloo Road, P.O. Box 275 oa 303= |‘7
Jessup, Maryland 20794 sef o ¥
410-789-1830 -
1. Departmeni/Agsncy 2, Division 3. Unit
Department of Public Works Engineering & Construction -Surveys

DEFINITION: RECORD SERIES: A group of related records nonnéllj« filed and used as a unit for reference as well as retention and disposition

5. Earliést Year/Latest Year
1962 to 2016

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

These files consist of the ariginal final plans prepared to graphically show the results of a field survey. These files primarily contain information from
Right-of-way/Easement stakeouts and Boundary survey services. Spscialty and miscelianaous survey data can also be in these files. :

7. Record Serfes 'Format{s) List all 8. Record Series Sequence 9. Volume
’ 23
- OlenerSize  [J Microfilm O Alphabetical Number
Oiegaisze  [JComputer Tape xx Numerical xx Fite Drawer(s)
. [ Microfilm Reet(s)
- OAudioTape [ Floppy Disk [ chronotogical [ computer Tape(s)
. 3 Other (specify)
O Bound Bock [ Video Taps [ Goographicat
10. Annual Accumulation
% Olher (specily) plal maps  aperiure cards ] other (specify) 10
Number
O File Drawer(s)
O Microfilm Reel(s)
3 Computer Tape(s)
xx Other (spexify) Drawings’
11. File is Used 12. Flle Bacomes Inactiva After -
A 10
xx Daily O] Weekly O Menthty D Annually Number OMonthis)  xx Year(s)
\ =l J . ) -

14, ts Recard Series DupFcated Elsewhere? ({If yes, spetify agency or office.)
,OYes  xxNo

16, Audil Raquirements

OnNone [state. [JFederal [ Indeperdent

18. ‘Recommended Retention

Retain for 10 years once clo_sed. Scan files after 10 years. After originals
are scannad, for County use, transfer criginals to State Archives.

xx Yes ONe
Numerical order
Access database
19. Name and Title of Preparer . 20. Telephone Number  21. Date
Valerie Fisher/Patrick Simon . February 24, 2016

DGS 5504 (Rev, 193) ~




Instructions —Type or Print a separate form for
each new or revised record serles. Forward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTARY

PAGEjOF dlf 7

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-782-1830

1. Department/Agency
Department of Public Warks

purposes.
4. Record Series Title
Control/Traverse Drawings

series.)

7. Record Serles Format(s) Listall
O Latter Size O Microfim
OLlegaisize [ Computer Tape

' Oawiotape O F.I.nppy Disk

D_Buund Book [JVideo Tape

xx Other {specify) plal maps apariure cangs,

11. File is Used

xx Daily O weekly O Menthty

13. Cumrent Location{s}  {Bidg.. Floar, Room)
County Office Building, Room J00A

15. Access Restrictions (If Yes, cile Law(s) & Regulation(s)
O ves xx No

XX Yes ONe
Baltimore County Key Sheats

19. Name and Title of Preparer
Valerie Fisher/Patrick Simon

Office Coordinatar/Land Survey Chief

[ Annually

"17. |s an Index System used? If yes, explain briefly and describe requiremants

2. Division 3. Unit

Engineering & Construction Surveys

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for refarsnos as well as retantion and disposition

5. Earliest Year/Latest Year
1950 to 2013

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

These files consist of the original final plans prepared to graphically show the locations of the thousands of survey markers placed throughout the

county for use in performing field surveys. These drawings show both the old Balﬂmore coun!y Metropolitan District (BCMD) markers and the
currant North American Datum of 1883 (NAD 83) markers.

8. Record Seres Sequence 9. Volume
5
[ Atphabetical Numbar
) Numerical % Flle Drawer(s)
O microfiim Reel(s)
O Ciwonological O Computer Tapets)
[ Othar (specify) . {
O Geographical
10. Annual Accumulation
O other (specify) 0, tu adding new data to existing files
Number
O File Drawer(s)
O Micrafilm Reel(s)
[0 computer Tape(s)
(O Other (specify)

12. File Becomes Inactive After
50

Number OMonth(s)  xx Year(s)

1 I

14. Is Recond Series DOuplicated Etsawhara? (If yes, speciiy agency or office.)
DvYes xxNo

16, Audit Requirements

.D Nane [ State | O Federal [ Independent

18. Recommended Retention
Retain for 50 years after all Control/Traverse is destroyed. Transferlo

State Archives.
20. Telephone Number 21, Date
410-887-3540

February 24, 2016

DGS 550-4 {Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or ravised record saries. ' Forward

DEPARTMENT OF GENERAL SERVICES AGENCY RECORAS INVENTCRY

RECORDS MANAGEMENT DIVISION

purposes. '
4. Record Series Title
Survey Control Field Notes (Green Sheets)

series.) .

election district and sireet name.

7. Record Series Formal(s) List al

Oiettersize [ Microfilm
OlLegaisize [ Computer Tape
CavdioTape -0 Flup‘w Disk
O BoundBook [ Video Tape

O other (specify)___apertwe cards,______

11. Fila is Used

O noaiy O weexly 3 monthly

13, Current Location(s)  (Bldg., Floar, Roam)
County Offica Building, Room218

15, Ancess Restrictions (If Yas, cite Lew{s) & Regulation{s)
DOes 0t No :

O ves ONo

19. Name and Titla of Preparer
Valerle Fisher/Patrick Simon

Office Coordinator/Land Survey Chief

O Annuatty - .

17. te an Index System used? If yes, explain briefly and describe requiremenits

with Records Retention Schedute (DGS 550-1) 7275 Waterloo Road, P.0. Box 275 5 . {7
Jessup, Maryland 20794 PAGEXOF ¥
) 410-785-1830 .
1. Deparimeni/Agency 2, Division 3. Unit
ﬁaparlment of Public Works Engineering & Construction Surveys

DEFINITION: RECORD SERIES: A group of related records normally flled and used as a unit for reference as well as retention and disposition

5. Earliest Year/Latest Year
1950 to 1993 ’

6. Racord Series Description (Briefly describa the types of information/documents/forms found in the series. Include the purpose or function of the

- These field notes consist of the original field observations that were made for traversing, leveling and cross-sections. The notes are organized by

8. Record Serles Saquenca 9. Volume

10
O Aiphabetical | - Number
[ Numetical OFile Drawer(s)

O Microfilm Reel(s) _
O Chronclogicat O Computer Tape(s)

xx Other (specify) Boxes
[ Geographital

10, Annuat Accumulation
.3 Other (specify) Election District Q
Number

EFile Drawer(s)

[ Microfitm Ree'(s)
L[] Computar Taps(s)
[ Other (specify)

12. Filo Becomas Inactive After
10

Number OMonth(s)  xx Years)

14. Is Record Series Duplicated Elsewhera? (if yes, spacify agency or affice.)
Yes xx No

6. Audit Requiremants

CONene [state [ Federai [Jindependent *

18. Recommended Retention :
Retain for 10 years once-closed. Scan files after the 10 years. After.
originals are scanned, for County use, transfer originals io State Archives.

21. Date
" February 24, 2016

20. Telephone Number
410-887-3540

DGS 5504 (Rev. 1/93)




Instructions -Typa or Printa separate form for

AGENCY RECORDS INVENTARY ©

DEFINITION: RECORD SERIES: A group of related records
purposes.

4, Record Series Title
Traverse Computation Books

saries.)

organized by election district and street name.

7. Recard Series Farmat({s) Llst ak

QOiettersize [ Microfim

3 Legat Size QCGMWUTSN

Bl AudioTepe [l Floppy Disk

[) Bourd Back (] Video Taps

;
X other (spocify) Ring binder bocks  aperture cards______

11. Fita is Usnd

0O paiy DOweekty O moitly [ Annuaty

13, Cument Lmﬁﬂs} {Bldg., Floar, Ream)
County Office Bullding, Roam 300A .

15. Access Restrictions (If Yes, cite Lawis) & Ramllaﬁn;l(a]
Cves X No

17. g an Index System used? If yas, explain brafly and describe requireme!
COYes [ONo .

19. Name and Title of Preparer
_Valarie Fishet/Palrick Simon

Office Coordinator/Land Survey Chief

DEPARTMENT OF GENERAL SERVICES
each new or revised record serias. Forward RECORDS MANAGEMENT DIVISION 7
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 pAG u"or ’l,
. Jessup, Maryland 20794
: 410-708-1930 :
1. Department/Agency 2. Division 3. Unit
Department of Public Works Engineering & Construction Surveys

normally filed and used as a unit for reference as well as retention and disposition

§. Earliest Year/Latest Year
1855 to 1993

6. Racord Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

These books consist of the original computation sheets used to calculate the coordinate values of the okl (BCMD) control stations. The books are

8. Record Series Sequence

9. Volume
2
DO Aphabetical -~ Number
O Numerical 3 File Brawer(s)
* 1 Microfilm Resl(s)
O chronslegica [J Computer Tape(s) -+
0t Other (specily) Books
[ Geographical .

‘ 10. Annual Accumutation
xx Other (specily) Election Districl [

Number

] Fite Drawen(s) . -
[ Microfilm Reel{s)

[ Computer Tapels)

O Other {specity) !

12. File Becomas Inactive Aftar
10

Number O Monthis) ux'r_mia)

14. Is Record Series Duplicated Elsewhare? (If yes, spacify agsncy or office.)
O ves WiNe .

16. Audit Requirements

Owone COstate O Fedesal 3 independant

18. Recommended Retention

Retain for 10 years once closed.’ Scan files after the 10 years. Afler
originals are scanned, for County use, transfer originals to State Archives.

21. Date
February 24, 2016

20. Telephone Number
410-887-3540

DES 550-4 (Rev. 1/83}




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retentlon Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AQENCY RECORDS INVENTORY

Jessup, Maryland 20794

acfor

series.)

organized by elsction district and street name.

County Offica Building, Roam 300A

15. Access Restrictions (If Yes, cita Law(s) & Regulation(s)
OvYes XXNo

Oves

410-795-1630
'1. Department/Agency - 2. Division 3. Unit
Department of Public Works Engineering & Construction Survays
DEFINITION: RECORD SERIES: A group of related records normally filted and 1:|sed as a unit for reference as well as retention and disposition
purposes.
. 4. Record Series Title 5. Earliest Year/Latest Year
Road Alignment Books 1970 to 1980

6. Record Series lf!escription (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

These books consist of the original computation sheets used to calculate the coordinate values of the baselines of county roads. The books are

7. Record Series Formal{s) List all 8. Recomd Series Sequence - 9. Valume
. : 3
OtetterSize [ Microfilm O Alphabetical Number
Diegaisiza [ Computer Tape O Numerical [ Fra Drawer(s)
o O Microfilm Reel(s)
DO Audio Taps [ Floppy Disk [ chronologicat O Computer Tape(s)
. X Other (specify) Ring binder books
D gound Book T videa Tape O Geographicat

10. Annual Accumufation

X Other (spucify) Ring binder books aperture cards______ 0 Other (speciy) noistid g

Number
[ Fite Drawer(s)
O Microfim Reel(s)
O computer Tape(s)
O Other (specify)

11, File is Used 12. File Becomes Inactive After

. 10
O Daiy [ Weeakiy O Monthty [ Annually Number OMonthis) s Year(s)
13. Cumrant Location(s)  (Bldg., Floos, Room) 4. Is Racord Series Duplicated Elsowhere? (If yes, spacify agency or office.}

20¢No - .

16. Audit Requirements

OnNone [ State [ Federat [ indepandant

17. Is an index Sysiam used? If yes, explainy briefly and describe requirements

av e 138. Recommendead Retention
es5 (1]

Retain for 10 years once closed. Scan files after the 10 yenrs: After .
originals are scanned, for County use, transfer originals 1o State Archives.

" 21. Date
Feliruary 24, 2016

19. Name and Title of Preparer
Valerie Fisher/Patrick Simon

Office Coordinator/Land Survey Chiaf

20. Telephone Number
410-887-3540

DGS 5504 (Rev. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DWISION
with Records Retention Schedule (DGS 550-1) © 7275 Waterloo Road, P.O. Box 275 - g t7
Jessup, Maryland 20794 ) PAGE/OFJ
" 410-799-1930 : .
1. Depariment/Agency 2. Division : - 3. Unit
Department of Public Works Engineering & Construction ' Surveys

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes. . .

4. Record Series Title ’ 5. Earliest Vear/Latest Year
Survey Control Recovery Cards ’ . 1955 1o 1973 .

6. Recard Series Description {Briefly describe the types of information/documentsfiorms found in the series. Include the purpose or function of the
series.) ' )

These cards contain a location skeich as well as the coordinates and/or elevations of the survey control stations established before the July 1, 1999
datum change to North American Datum of 1983/North American Vertical Datum of 1988 (NAD B3/NAVD 88).

7. Record Serfes Format{s) Listalf 8. Record Series Sequence 9, Voluma

DisttorSize O Microfkm ' O Alphabetical Number 36
Olegal Size ) Computer Tape X Numerical X Fite Drawer(s)
. © O Microfilm Reet(s)
DAudio Tape Tl Floppy Disk I Conaloglcat D) Computer Tapeis) ,
[ other {specity) '
O pound ook O videa Tape O Geographica) :
. 10. Annual Accumulation
XotherCards  aperturs cards, . . [ other (specify) 0
’ Number
I Fita Drawer{s)
O Microfilm Resi(s)
3 Computer Tape(s)
O other (specify)
. M. File is Used ) 12. File Becomes Inaclive Afler
. _ . A ) .
O Dai\ly X Waokly O Monthy O Annualy Number DOiMonthis) DYears) -
L]
13. Cument Location(s)  (BKg., Floar, Room) i 14. Is Record Series Dupl‘u:ala\d Elsawhere? (i yas, specify ageni:y or offica.)
County Office Building, Room 3004 Oves . Xno ’
15. Access Resirictions (If Yes, cile Law(s) & Rngutallnn(si 16. Audil Requiremenis
Oves - xxNo

Onone OState [1Federal [ independent

17. Is an Index System used? If yes, explain briefly and describe requirements : 18. Recommended Retention

Oves Xwo ) ‘ Retain until updated or no longer needed and then scan. After originals
: are scanned, for County use, transfer originals to State Archives.

19, Name and Title of Preparer * 20. Telephone Number  21. Date
Valerie Fisher/Patrick Simon 410-887-3540 February 24, 2016

Office Coordinator/Land Survey Chief

DGS 5504 (Rev. 1/83)



Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES ‘ AQENCY RECORGS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION : i 7
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 enced of €
. Jessup, Maryland 20794 )
410-7858-1930
1. Depariment/Agency 2. Division : 3. Unit
Department of Public Works Engineering & Construction Surveys

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes. .

-

4, Record Series Title . . 5. Earliest Year/Lalest Year
Global Positioning System (GPS) Processing Books 1996 to Present

. 6. Record Series Description (Briefly describa the types of information/documents/forms found in the series. Include the purpoée or function of the
series.) .
These books consist of the pracessing results data, final coordinate and elevation data for the survey control stations that were established using
GPS equipment.

7. Record Serles Furmm(aa)r List all 8. Record Series Sequence 9. Volume
' ~ 2
OetterSize [ Microfim .. O Alphabetical Number .
Diegaisize [ Computer Tape D Numesieal [ File Drawer(s) !
O Microfiim Reel(s)
[J Audic Tape [ Floppy Disk . X Chronaloglcal - [ computer Tapa(s)
. X other (specify) Binders
D BoundBook O video Tape [ Geographical
_ . ' 10. Annual Accumitation
X Other (specity} Binders apetture cands_____ - |- DOther (specity) 18
. Number
DFits Drawar(s)
O Microfitm Reel{s}
[ computer Tapes)

X Dther (spacify) Additions are keplin bindt;u.

M., File s Used 12 ﬁla Becomes Inactive After
O ocaly Xweay O oy  Olanmaly Number OMantnis) O Yearts)
13. Cument Location(s)  {Bldg., Floor, Rinm) . 14, I8 Racord Series Duplicated Elsewhare? (If yes, spacily agency or office.)
Caunty Office Building, Room 300A Oes X Np
15. Access Restrictions (It Yes, cits Law({s) & Regulation(s) 18. Audil Requirements
Dves  xcMo

-~

Onone Ostate O Federal  [Jindependent

17. Is an Index System used? If yes, explaln brielly and describa raquirements . 18. Recommended Retention

Oves  Xno Retain until books are scanned for usage then destroy originals. Retsin
scanned images for 30 years, then transfer originals to State Archives.

19. Name and Title of Preparer : 20. Telephone Number  21. Date
Valerie Fishar/Pafrick Simon 410-887-3540 February 24, 2016
Office Coordinator/Land Survey Chief

DGS 5504 {Rav. 193}




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY .

PAG;iﬁo or,ffl‘ 7 =

Jessup, Maryland 20784
410-799-1830

1. Department/Agency 2, Division 3. Unit

Department of Public Works Enginéerlng & Construction Surveys

. DEFINITION: RECORD SERIES: A group of related recards narmally filed and Gsed as a unit for reference as well as retention and disposition
purposes. ' . :

4. Record Series Title
Aperture Card File

5. Earliest Year/Latest Year
1970's - Unknown

6. Record Series Description (Briefly describe the types of informatidnldocumentsiforr_ns found in the series. Include the purpose or function of the
series.) : .

These cards contain the 35mm film frames created to archive many survey drawings. Almost all of the original survey drawings were destroyed
once the aperture card was created and the card is now the anly record of the work.

7. Record Serles Formal(s) List all 8. Record Serles Sequence 9. Volume
) 2
Otettersize O Microfilm G Alphabetical Number
b Legal Size ([0 Computer Tape % Numarical JFite Drawer(s)
O Microfitm Reel(s)
DaAudio Tape O Floppy Disk O chronglogicat O Computer Tape(s)
. X Other (apecity) Box
O pound Book O video Taps D Geographical
. . 10. Annual Attumutation
X Other (specify) apesturs cards O Other (specity o
. Numbar
; ' ' O ik Drawer(s)
' O Microfilm Rael(s)
O computer Tape(s)
DO other (spacity)

11, File is Used. For Reference When Needed

O Deiy

. 12, Fitp Becomes Inactive After

Owesity [ Moty T Anmualy Number CMontnis) O Yearls)

13. Cumrent Location{s)  {Bidg., Floor, Room)

14. Is Record Serias.Duplicated Elsewhera? (If yas, specily agency or office.)
County Office Bullding, Room 300A :

Oves Xno

15. Access Restictions (I Yes, cite Law(s) & Regulation(s)
OYes xNo ~

16. Audi Requirements

DnNone Ostate 3Federal O independent

17. Is an Index System used? Il yes, explain briefly and deseribe requirements

Ov QNo 18. Recommended Retention
@5

Retaln until cards are scanned with high resalution, for usage; then
destroy originals. Retain scanned images for 30 years, then transfer to

State Archives.
18. Name and Title of Preparer 20. Telephone Number  21. Date .
Valerie Fisher/Patrick Simon 410-887-3540 February 24, 2016
Office Caordinator/Land Survey Chief ) :

OGS 550-4 (Rev. 123}



Instructions —Type or Print a separate form for
each new or ravised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENGY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

1. Department/Agency

Department of Public Works

purposes.
4. Racord Series Title
Reference Card File

7275 Waterioo Road, P.O. Box 275 me,](:ap ]
Jessup, Maryland 20794 ~
410:799-1830
2, Division 3. Unit
Engineering & Construction Surveys

i

1

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for refarence as well as retention and disposition

5. Earliest Year/Latest Year
1850 to 2012

6. Record Series Description {Briefly describe the types of information/documents/forms found in the séries. Include the purpose or function of the
series.)

These cards catalogs contain all of the infarmation needed to lacate the file envelopes for all of the Land Survey Division projects and right-of-ways.
The cards also have a brief description of what is in each file envelape.

11. Flle is Used  For Refarence When Needed

O Daily O weekly 0 Monthiy O Annually

13. Curvent Location{s)  (Bldg., Floar, Room)
County Office Building, Room 300A

15, Access Resirictions (H Yes, cite Law{s) & Regulation(s)
Oyes X No .

O ves Owe :

17. Is an Index System used? If yas, axplain briefly and describe requirements

7. Record Series Format(s) Llstall 8. Record Series Sequence . 8. Vaolume
4
DOiettersize [ Microfitm X Aphabstical Number
Oregaisize [JComputer Tape . ' I Numerical [ Fite Drawer(s)
. O Microfilm Reel(s)
D Audia Tape  [J Fioppy Disk O chroncloglcal O Computer Tape(s)
O other (specily)
O sound Boak DOl video Tape O Gesgraphical
; , ) 10. Annual Accuriuation
X Other Card Fila  aperture cards, Ol otner (specify) 0
i Number
(] Fiia Orawer(s)
O Migmfiim Reei(s)
[0 computer Tape(s)
0 Other (specify)

12. Filo Becomes inaclive Afier  Once it is scanned, it will be inactive

Number COmenthis) [ Yearls)

14, Is Record Series Duplicated Elsawhera? (If yes, specify agency or office.)
Xves DOno .

Access Database '

16. Audit Requirements

ONone [Ostate [JFederal [Jindependant

18. Récommended Retention
Retain until cards are scanned with usage then destroy originals.
Retain scanned images for 30 years, then transfer to State Archives.

19, Name and Title of Preparer 20. Telephone Number  21. Date
Valetie Fisher/Patrick Simon 410-887-3540 February 24, 2016
Offica Coordinator/Land Survey Chief

DGS 550-4 (Rev. 183)




each new or revised record series. Forward

Instructions —Type or Print a separate form for -

AQENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES -
RECORDS MANAGEMENT DIVISION

SEries.)

-

7. Racord Series Formali{s} List all
Xiettersize O micrafim
DOLegaisze  [J Computer Tape
OAudio Tape [ Floppy Disk

O pound Book O video Tape

O other (specity) aperture cards

11. File is Used

O paiy Dweeky X Monthly

13. Current Location{s)  {Bidg.. Floor, Room)
County Qffice Building, Room 300A

15, Access Rastrictions (If Yes, cite Law(s) & Regulation(s)
DYes 3¢ No

Oves Owe

19. Name and Title of Preparer
Valerle Fisher/Patrick Simon

Office CoordinatorfLand Survey Chief

a Annualty

17. Is an Index Sysiem used? If yes, explain briefly and descsibe requirements

with Records Retention Schedule (DGS 550-1) 7275 Watertoo Road, P.0. Box 275 me}z; (7
Jessup, Maryland 20724 oFr
410-759-1930
1. Depariment/Agency 2, Division 3. Unit
Department of Public Works Engineering & Construction Surveys -« | )
DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.
4, Record Series Title 5. Earliest Year/Latest Year
Leave and Time Shests 2014 10 2016

6. Record Series Description (Briefly describe the types of information/documents/forms found in the geries. Include the purpose or function of the

Thess files consist of payroll attendance records and leave reports. They are the Land Survey Division's copies.

4. Recond Serles Saquence 9, Volume
2
X Aphabetical Number
O File Drawer{s)
O Numerical 2 Microfim Resl(s)
O computer Tape(s)
X .
Chranclogical X other (specify) Notebooks
O Geagraphical
10. Annual Accumulation
) Other (spacity) 2 .
Numbar
OFile Drawer(s)
[ Microfilm Reef(s) -
(O Computer Tape{s)

X Other {specily) Notebooiks

12. Fils Bacomas Inaclive After

Number CMonth(s) 1 Year(s)

14, s Record Series Ouplicated Elsewhere? (If yes, specify sgency or office.)
"Oves X No '

16, Audit Requirements
1

Onene D state OFederal O Independent

18. Recommended Retention
Retain for one (2) years, then destroy.

21. Date
February 24, 2016

20. Telephons Number
410-887-3540

DGS 5504 (Rev. 1/83)




Instructions ~Type or Print a separate form for - | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS BAENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 7
with Records Retention Schedule {(DGS 550-1) 7275 Waterloo Road, P.O. Box 275 eace oF ’

Jessup, Maryland 20784 ¥ .
410-793-1930

1. Department/Agency 2. Division 3. Unit

Department of Public Works Engineering & Construction Surveys

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition’

purposes.
4. Record Series Title

Equipment Purchases ’ -

5. Earliest Year/Latest Year
2011 o 2016

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

series.)

These records contain the field equipment purchased sing primarily procurement cards.

8. Record Serles Sequenca 9. Valume

7. Record Serias Format(s} Llst all -
X Lettersize I Microfilm X aighabetical ':‘"'“W
Ovegaisize [ Computer Tape ] Numerical X Fite Draweris)
[ Microfilm Reel(s)
DAudioTape [ Floppy Disk O chronological [ Computer Tape(s)
o .. ' . D omer (specity)
Deound ook T video Taps O Geographical
, 10. Annusal Accumutalion
[J Other (specify} aperture cards_______ O Other (specity) 1
Mumber
X File Drawer(s)
O Microfilm Real{s)
[ Computer Tape(s)
[ Other (specity)
11. File is Used "12. File Becomes Inactive Afer
O osty DOweey X monty Dawery . ) Number DMoninis) 3 Yearis)

13. Cument Localion{s)  (Bidg., Floor, Room}
Counly Office Buikding, Room 219 & 300A

15. Access Reslrictions {if Yes, cile Law(s) & Reguiation(s)
Oves xxio -

17. Is an Index Systam usad? If yes, explail bﬂeﬂy.and d

Oves Xwo

N Al
19. Name and Title of Preparer
Valerie Fisher/Patrick Simon
Office Coordinator/Land Survey Chief

14, Is Record Serias Duplicated Elsewhena? (If yas, specify agancy or office.)
o Yes X o

16, Audit Requiremsnis

Qe Olstate OFedera O I;ldsnandent

be requirements ’ 18. Recommended Retention

Retain for three (3) years, then destroy.

20. Telephone Nurhber | 21. Date
410-887-3540 February 24, 2016

DGS 550-4 (Rev. 193)




Instructions -Type or Print a separate form for
each new of revised recard serias. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

1. Depariment/Agency

Department of Public Works

purposes.
4. Record Series Title
On-Call Surveying Contracts

series.)

7. Record Series Format{s} Listall
X Lettersiza O Microfiim
Diegaisize [JComputer Tape

D Audio Tape [ Floppy Disk

O Bound Book Dyueo Tape

[ Other (specify) aperiua cands_______

11. File s Used

13. Current Location{s)  (BMg. Floor, Room)
County Office Building, Room 213 & 300A

. 18. Access Reshictions (If Yes, cite Law(s) & Regulalion{s)

19. Name and Title of Preparer
Valeria Fisher/Patrick Simon

Office Coordinator/Land Survey Chief

O pay Oweakly - X monty O anmaly

7275 Waterloo Road, P.O. Box 275 PAGE}jor-‘ J 7 -
Jessup, Maryland 20794 ’ i
410-780.1930 :
2. Division ' ) 3. Unit
Engineering & Constuction Surveys

DEFINITION: RECORD SERIES: A group of related reconds nérmally filed and used as a unit for reference as well as retention and disposition

5. Earliest Year/Latest Year .
2007 to 2016

‘6. Record Series Description {Briefly describe the types of information/documents/forms found in the seties. Include the purpose or function of the

These records contain all contract, billing and job specific information for the projects performed by the on-call survey companies.

8. Record Series Sequenca 9. Volume
[ atphatetical . Number
6
CJ Numerical [JFile Drawer(s)
O Microfiim Reel(s)
X chronological O Computer Tapa(s)
X Other (specify) Binders
DO Gevgraphical
10, Annuat Accumulation
O Other {speciy) 1
. Number
O Fite Drawen(s)
[ Microfilm Reei(s)
O Computer Tape(s)

X Other (specify) Binders

12, Fite Becomes Inactive After

Number OMentnisy DO ;'aar(s)

L

. I3 Recard Seres Duplicated Elsawhere? ({if yes, specify agency or office.)
Oves Ao :

16. Audit Reguirements

O Yes xx No .
Dnore Ostate OFedoral [ mdependent
J
17. Is an Index Systan-'l used? Ifyes, explain briefly and desciibe requirements 18. Recommended Retention
Oves Xna

Retain for one {1) year after the on-call contract Is closed, then destroy.

2D. Telephone Number 21, Date
410-887-3540 February 24, 2016

OGS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
ylith Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES AQGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

1. Department/Agency

Department of Public Warks

purposes. .
4, Record Series Title
Mileage Sheets

series.)

7. Record Series Faormal(s) Listall

X Letersize O Microfiun
Olegalsze [ Computer Tape
[ Audio Tapa [ Floppy Disk
O Bound Boox D video Tape

O Other (specily} aperurecands_______

11. File is Used

O pawy O weekiy X stonthty Tl Annuatly

13. Current Location(s)  (Bldg., Fioor, Roam)
County Oﬂhlauldlng. Room 219 f

15, Access Restrictions {If Yes, cita Lawis) & Regulatianis)
OvYes ¢ No

Oves Xwno

19. Name and Title of Preparer
Valerie Fisher/Patrick Simon

Office Coordinator/Land Survey Chief

17. Is an Index System used? If yes, explain briefly and dastridba requirements

7275 Waterloo Road, P.O. Box 275 17
FAGE/ oF A
Jessup, Maryland 20?94
440-795-1B30
2. Division 3. Unit
Engineering & Construction Surveys

DEFINITION: RECORD SERIES: A group of refated records normally filed and used as a unit for reference as well as retention and disposition

5. Earliest Year/Latest Year
201212016

6. Record Series Descnptlon (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

These reconds comam the mileage data for the vehicles assigned to the Land Survey Division.

8. Record Series Sequence 8. Voluma
4

O Alphabatical Number

O Numarical O Fite Drawerts)

: O Microfitm Reel(s)

X Chronological [ Computer Tape(s)
X other {specify) File Foklers

O Geographical .
10, Annual Accumuiation

O Other (specify) 4

Number

(O F1e Drawer(z)(] Microfilm Reel{s)
{J Computer Tape(s)

.X Other (specify) Filo Folders

12. File Becomes Inaclive After

Number DMumh(s) 1 Year(s)

14. Is Record Series Duplicated Elsewhere? (Il yas, specify agency or ofiice))
Olves XNo

6. Audit Reguirements

Onone OState OFederal [ independant

18. Recommended Retention
Retain for one (1) year, then destroy. -

21, Date
February 24, 2016

20. Telephone Number
410-887-3540

OGS 5504 (Rav. 1/93)




Instructions ~Typs or Print a separata form 1.'or
sach new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Wateroo Read, P.O. Box 275

Jessup, Maryland 20794
410-795-1930 .

1. Department/Agency
Baltimore County

2. Division
Engineering and Construction

3. Unit

AGENCY RECORDS INVENTORY

e AT

Surveys

Department of Public Works

purposes. ‘ .
4. Record Series Title
Training Information

series.)

7. Recond Series Format(s) List all

a h;llcroﬁlm

XX Latter Size
OlLegaiSize  OJComputer Tape
" OAudia Tape ] Floppy Oisk
DO eound Baek [ video Tapa
CJOther tspecity)
11. File Is Lised
1 patty 30X Weakly 3 Monthty O Annaity

13. Current Location{s)  (Bkig., Flaur, Room)
County Office Building, Roam 3004

15. Accass Restrictions (Ii Yes, clte Law(s) & Regulation(s)
[ Yes ¢ No

17. I3 an Index System used? If yes, explain briefly and describe requiremenis
wYes One
Information is kept with employee files

19. Name and Title of Preparer
Valerie Fisher/Patrick Simon

Office Coordinator/Land Survey Chief

6. Recard Series Description (Briefly describe the types of information/documentstarms found in the series.

DEFINITICN: RECORD SERIES: A group of re'ated records normally filed and used as a unit for reference as well as retention and disposition

5. Earliest Year/Latest Year
2013 to 2016

Include the purpose or functicn of the

These records contain the information for formalized training courses of the Land Survey Division stafl.

B. Record Serias Sequance 9. Volume
¥ Alphabetical Number
O Numerical O File Drawerts)

D Microfilm Reel(s)
3 Chronclogical O Computer Tape(s)

0t Cther (specify) Fila shalves
[0 Geographical

10, Annual Accumulation
O Other (specify)

Numbar

O Fite Drawer(s)

[ Microfilm Reel(s)

O Computer Tapa(s)

xx Ciher (specily) Fife shelvas

12. Fite Becomes Inactive Alier

Number D Month(s) ¢ Year(s)

14, I3 Record Serigs Duplicated Elsewhere? (If yes, specify agency or offica.)
OvYes xxMNo :

18. Audit Requirements .

Ownone Ostate [ Federal * [ Independent

18.” Recommended Retenticn
Retain far two (2) years, then destroy.

20. Telephone Number  21.Date
410-887-3540 February 22, 2016

0GS 5504 (Rev. 1/83)




Instructions —Type ar Print a separate form for DEPARTMENT OF GENERAL SERVICES AQENGY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Walerloo Road, P.O. Box 275 7 - ma%s ¥4
) Jessup, Maryland 20794 : 4
410-795-1830 -
1. Department/Agency ] 2. Division ’ © 3. Unit
Department of Public Works . Engineering & Canstruction Surveys

D'EFINITION: RECORD SERIES: A éroup of related records normally filed and used as a unit for reference as well as retention and disposition
purposes,

4, Record Series Title 5. Earliest Year/L.alest Year
Construction Plans 201110 2016

6. Record Series Desctiption (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.) . :
These drawings are for the approved projects, which are to be bid on by contractors or constnucted by Baltimone County crews. )

7. Record Series Fnrmal(-s) Ligt ol ) ‘ 8. Record Sefies Sequence 9. Veluma
O LetterSze [ Micrafim . ) O Alphabstical : " Number
. 3 .
OLegaisize  (JComputer Tape O Numericat X File Drawaris)
' O Micrsfilm Reel(s)
Daudio Tape  CJFloppy Disk X Chronalogical [ computer Tapa(s)
- . o
Oeoundgesx O Video Tape . ) Geographical Other (speciy)
o , ’ “10. Annual Accumulation
X other (specity) aperture cards, D Othver (specify) ' 1
Enginearirig drawings Number
. 1 }
X File Drawen(s)
O Microfilm Real(s)
O computer Tape(s)
| (O Other {specify)
14, File is Used . o " | 12.File Becomes Inaciive After
O sy Oweenty X wmontny  DOannvaty - Nusnber Owmonth(s) 2 Yaarts)
13. Cument Localion(s)  (Bldg., Floos, Room) . 14. Is Record Series Duplicataﬁ Elsewhere? (If yes, specily agency or office.)
County Office Building, 3¢ Floor Annex Room Oves X ne
15. Access Restrictions (If Yes, cite Law(s) & Regulation{s) 16. Audit Requirements '
OvYes xxNo ‘
DO nene, O state O Federal [ independent
17. Is an Indsx Systam used? if yes, explain briafly and describe reguirements 18. Recommended Retention
Oves  Xwa/ - - Retain for two (2) years, then destroy.
19. Name and Title of Preparer ’ 20, Telephone Number  21. Date
_ Valerie Fisher/Patrick Simon 410-887-3540 ) February 24, 2018
Office Coordinater/Land Survey Chief ‘ ‘

DGS 5504 (Rev. 1/93}



